
 
Out of State Travel 

“Cheat Sheet” 
 
TIP:  Create one requisition per traveler per trip. 
 
Follow these instructions when an A-47 form was previously used. 
 
 
Old vs New: 
The new system requires travel expenditures to be encumbered.  This means that you will 
have to enter a requisition into RIFANS to encumber the funds to travel.  The Purchase 
Order will automatically create after the requisition is properly approved.  Each agency’s 
business office will have “hotel p-cards”.  The traveler will sign out the card and charge 
the hotel room bill to the card.  Accounts and Control will be responsible for matching 
the purchase order created from this requisition to the credit card bill. 
 
 
How to requisition out of state travel:
 

1. Select the Requisitioner responsibility in the navigation box 

2. Select Non Catalog from the top menu 

 
 

 
 
 
3. Item type = “Goods billed by quantity” 

4. Item Description = Enter a summary description of the trip. 

 



 

 

 

5. Click the flash light next to category to search for a travel NIGP code  

a. Change search by from “Code” to “Description”  
b. Enter %travel% in the next box and click on “GO” 

 

 
 
 
 
6. Select an NIGP code from the list that best describes the travel and click on quick 

select (the NIGP code does not have to exactly match) 

7. Quantity equals 1 

8. Unit of Measure equals EACH 

9. Unit price equals total estimated travel cost (not including airfare).  This should 

be the same total as the template that will pop up after clicking on “add to cart”. 

 

If you are using Donovan Travel: 

10. Contract Number is 68M00279597 

11. Supplier Name is “Donovan Travel Inc” 

If you are not using Donovan Travel: 

      In the Supplier Name field type “Travel Services Not %” and hit <TAB>   The 

system will populate the contract number and supplier name. – Continue as noted below. 

 



 

 

 

12. Click Add to Cart 

13. A template will pop up requesting additional information.  The entire template 

must be completed. 

 

 
 
Tip:  Flight amount is always zero.  Hotel Amount is an estimate of the room charge.  Per 
Diem allowed for entire trip is $15 per half day or $30 for a whole day. 
 
 
 
 

14. Complete the template and continue with the requisitioning process by clicking 

Continue. 

15. To finish follow normal practice for requisitioning. 


